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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
| 2 _ _ __' RECORDS MANAGEMENT DIVISION :

- R R

INSTRUCTIONS: See Publ!unon No 7S—RM-1 for mstruc‘bons on cornpiennq th:s form Forward signed original to
Department of Archives and History, Records Management Dwus:on 330 Capitol Avenue, Atfanta, Georgia, 30334,
Attention: Schaduting Sect;on

FORAGENCYUSE 1. Agency Address | #OR RECORDS MANAGEMENT USE
Apgpiication Date Department of Education Apphcauon Number
' Fiscal Services 76 2-q 3 H :
Appiication Number | 134 State Office Building Date Racsived  Data Compiated
Atlanta, Georgla 30334 OCT 31 1978 | NOV 28 1978
by Pt LTI e 5L T T e e St e el TEL S T TP L S e e e e, e i P PR
2. Pofson 1o Cannct _ Working Title " Telephone Numbar
Aer“l Ensley D;Lrector S 656-2497
3- Actlon R‘quemd =T = e e T e e R P s T --_-.‘.—— »—V m—-*:—*‘:““tm—

8. O Estabush Retantion Scheduie; record will continue to accumulate.
b. O Dispose of present accumulation; no furthar accumulation anticipated

& XX Amend Application No.76-293 _ _ ___ Check One: O Changg, 0 Supercede; O Veid ; o )
4. Dates of Series ) 5. Records Series Title (fo!!owed by titte used in ofﬂce if differsnt)
Earliest Latest
1970 Lto date Cash Flow Documentation Files

8. Dwmon and Offwe Funrmon o What is the functlon of the Dwns:on and the Office m which zhis record series is created’ T

The Fiscal Services Unit provides the necessary accountlng services
to all organizational levels of the State Department of Education
for all monies received and disbursed on behalf of education in

Georgia.
e — . e e e e ot s e e e ]
7. Record Series Description This file contams the followmg documents (mc!ude form numbers and t.-tles if any}

Artach samples of the file,
Documents relating t0: Disbursing Department of Education funds.

Included are: 1. Cancelled Checks

2. Voided Checks

3. Deposit Slips

4. Monthly Reconciliation Forms
5. Remittances Requests, and

6. Federal Program Refunds

File is arranged: Part 1 & 2 - numerically by check humber;
: : part 3, 4, 5, 6 - chronologically by month,

T T e e s e e ]

8. Monthiy Reference Rate  How often are records referred o which are:

Cne to six months old 199__ - =: Saven to twe!ve mon:hs old ..~ 50

; Thirteen to twenty-four months o!d
twenty-five months and older —4 2
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9. Annunl Rate of Accumulation of Records .
Letter-gize drawars e .} Legaf--sze drawers —._ s Shelves . _; Qther (specify)




- .~
4 - ¥

fan ey —_— e — - = o : Epp— ILITUTI e LT AT nmr ST i e T I e

YES uj L10.. Quemannalre (P!aca an X" in the proper mlumnl S

. |s this the offlczal copy of the series? ‘

X 1. .vlf not.whereigit? B o e

% b. Does the series contain confrdential mformetlon requiring seculty handlmg? If Ves, cite Iaw or regulatlon
0 O L e e

e e lathlsa vital record? o el A
X | . d. Does this series have_ htstoncal or Eang term research value’

N RS - e e

o. When one or two documents in the file make it necessary to keep the ennre fule for a Iong perlod mufd these
NA documents be scheduled separatsty? . . ...
X _ 1 _f. .Is the information contained in this series ever nubhshed? 1f ves. attach conv. . e R
- 4 9. Is the information contained in this series ever analyzsd and/or recorded in 3 summanzed reﬁorﬂ
X1 -l ifves atfachcoov. . _ e S
h. ls thera a duplicstion of this series in vour office, orin another offlee or agency? ' ”

LEL L )fves where? r e e
X | _i_lsthis saries {aramamamman of it reautariv mmmﬁlmed? e —
X ﬁw_j. Does the record series result in a compurer printout? R R e
1. Roumloﬂ Rsquiraments The fol!owmg requiras the series to be kept
.8, State Law R — - years ' d. Audit pcriod 2w — years,
b. Statute of limitation _..._____--.._.6*..__._.years. 2. Administrative need ——e B .. __years.
e Federal law ™™ - .0 .years. f. Federai retention instructions .. . ..____ __ years.
I'**PL 93-380, Sect. 510 *After completion of project under a federal grant, loan or other
Attach copy or excert of laws or regulations. Explain administrative need. arrangement. '

Records are needed for 8 years because some . federal grants are for 3 years, requiring
them to be _I-;ept for that length of time to comply with the federal 1aw. -

——— e ———— . o e e _

12 Appro!ud Dlspasrtmn Inmuctmn This agency recc-mrﬁends that the file series be cut off at the end of each:

O Calendar Year; (@ Fiscal Year; O Other Ll . ___._then,
® Hoid in the current files area __._. - month(s) 1 _vearpd; then
O Transfer to local holding area; hold . . . .. year(s); then
@ Transfer to State Records Center; hold —_. 7 _year(s); then
‘& Destroy.
O Transfer to State Archives for paermanent retent:on
CI Other (Soecity)
Thesa instructions apply to all prior and future accumulat of tha series.
B _ Daté [ R@ds Mana_gemaﬂt Offlcer {.S‘fgna'r;re:) fik *jﬁﬁ“ﬁ:‘ Ba?tre:_ﬁ
(0 8 2/8¢/77 |
_ State Records ( Commmes {Srgnature} 7 Date
graph 12 are appfoved. State Ayditor/Designee / , /’2—);-'7
(If disapproved, attach letter [~ ’ B Rt
of explanation. ) Secretgfy ot State/Desigree | / [ / 2= ZZ'
- _ Attorney Generai/Designes I7-27. 78

AR=S071T R, 78 |  tRewnesias 0T S e b el e
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APPLICATION FOH RECORDS RETENTION SCHEDULE

RECOHDS MANAGEMENT DIVISION

OFFICK OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCT IONS: See Pubhcatlon No. 76~8M—1 for instructions on completing this formi. Forward signed original to

Department of Archives and History, Records Management Dmslon 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE

Application Date

1. Agency Address

- Department of Education
Fiscal Services
12 Mitchel Street

FOR RECORDS MANAGEMENT USE :

Application Number

16243

Application Number Room 121 Date Received Date Complated
cmree ,‘Atlanta Georg1a 30334 B I R |AUG 26 1§76
2. Person to Contsctk‘ - - 'Norklng Title " Telephona Number -
Arvil Ensley Director 656-2497 ;

3. Action Requested

8. @ Estabusn Retention Scheduie; record will continue to accumulate.
‘b. O Dupose of present accumulatuon no further aecumulatron anticipated.

¢ . 0 Amend Application No. . . - v oo Chck One: [ Change; O Supercede; O Void
4, Dates of Serm . 5. Records Series Title (followed by title used in office; if d:fferen t) .
Earliest ~  ° Latest ) E )
1led Check Fil
165 | Todate | ConCe eck Files

8. Division and Office Function

L _'.’_.,‘, - - LS S | .-

.,__

What is the funcuon of the Division and tha Offuce m whu:h this record series is weatad?

- -

The Fiscal Services Un1t prOV1des the necessary account1ng serv1ces to all-
organizatignal levels of the State Department of Education for all public
monies recéived and d1sbursed on beha1f of educat1on in Georgia,

-

This file contains the fonowmg documents finclude form numbers and mles if anyl): ‘
Attach samples of the file, -

-Disbursing e Department of Education funds.

7. Record Serias Description

Documents relating to:

Erpw

Included are: Cancelled and voided checks,

" -File is arranged: ) Numériéal]y_by check number. S : ' LU
Y Tﬁ T e T . ) . ) .
. : . . 7 ‘

8. Monthly Reference Rate How often are records referred to which are: N :
One to six months oid _..J.DOM ; Saven to twelve manths old 00 ___; Thirteen to twenty-four months old ~20 .
twenty-five months and older = o _ .

8. Annual Rate of Accumulation of ngords R ) o 7
Letter-size drawers — . __; Legal-sizé drawers ____'____ Shelves othef (specity} | ] .B.e.cm:d_Cen.ten

) . boxes
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vE€S | NO | 10. Questionnaire __(Place an *X"’ in the proper column)
X a, Is this the officiat copy of the senes? ' oo e p
If not, wherg isit? - o : .
X b. Does the series contain confidential information requiring security handlmg? If yn, ctte iaw or regulation - x
G Is thisa vital record? _For Audit Purposes. '
X_1_d. Does this series have historical or fong term research value?
e, When one or two documents in the file make it necessary to keep thc entire file for a long period, cou!d these
NA docyments be scheduled separaselv? - |
X LIMMmMmmmmmnmmmmumMﬁmmMMM&lﬂmﬂmmmm -
X 9. Is tﬁe information contﬂmed in this series ever analyzed and/or recorded in a summarized report’
if ves, attach copy. _Annual Audit Report - Not Detailed. .
X. h. Is thers a duplication of this series in your office, of in another office or agency? . ' ' n:
) ~ |f yas. where? Check Duplicates: General Fund Expenditure Voucher File #76- 233 B
X_| i lsthis series for @ majar pertieo of it)_regularly microfilmed? ‘ -
X 1 _§_Does the record series result in a combuter printout? :
11. Rstention Requirements The foilowing requires the series to be kept: R R S ey
"a. State Law . N years, , d. Audit period ' ' 2 . __Years.
b. Statute of limltatlon __.ﬂ_g...,,_-.,._ve'ars. . a. Administrative need 8 —years.
c. Federa) law** " - ¥ _years. B f. Federal retention instructions . vears, -

H**PL 93-380, Sect. §10 *After completion of project under a federal grant, loan or other
Attach copy or excert of laws or regulations. Explain administrativeneed. -~ = arrangement.

Records .are needed for 8 years because some federal grants are for 3 years, requiring them 3
to be kept for that 'length of t1me to comp1y mth the federa'l '[aw.

12. Approvod Dlspos:t:on Instructiom This aQBnCY rgcommengis ‘_tha_; _ti_'le fi‘!.e,seri"esfbo c_ut off at the end of e;ch_ n i ‘

[ Calendar Year; O Fiscal Year; (3 Other then,

¥ Hold in the current files area . _monthis) __ 2 year(s); then .
O Transfer to local hoiding area; hold —____year(s); then -
X Transfer to State Records Canter; hold — fi___.___year(s); then ' o
& Destroy. ' :
O Transfer to State Archives for permanent retention,
O Other (Specify) -,

-~ - oA B ~ - ;_3—\. - ‘

b

Thesa instructions apply to all prior and future accumuliations of the series,

[age Ht/azgﬁ(‘n ol __ﬁ_D e _Records Management Officer (Signaturs) Date
g ; ; B R b ~ ‘

r U 1876 | 0. Q. ooy WP |3/ /o ¢|
V%« | 76/ 12/t
-~ State Records Committes (Signatiirs) © Date -

Recommendations in para- . a oo ~ o =

| graph 12 are approved, State Auditor/Designee . " F’J’ ‘/”) c
}{If disapproved, attach letter |~ “"‘%"’ T ' o T A
of explanation.) . - - .| Secretary State/Designee M /dbtf 8' -20 -76
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